Language Skills 
* Capitalization 544 ciga) altii 


+D 438 ga JLS Lage alSiall jane ÄIS a Y 
Æ First letter of the sentence Laat J) Ua pat 

+ (Wh.) questions Jigal ias 

+ Imperative lly ya! Alea ild as 


v Use your accent well. 
Y Don't do that again. 


“&{. or?or!} adal) ses Lda dyl 
v Watch out! You're going to drop the dishes. 
4 First letter of a poem line ati Gus oY cia dyl 
* People's names Lyte Soi) Chal) Gala eLan 
Æ Titles LAU Wa a dyl 


v Tread about Professor Haitham Qudry. 
+Æ {seas , oceans, lakes and rivers} GUbsxally Ugly Jadiy JUNI slau! 


+ Languages wlth 

% Book titles, movies, essays and novels “YtSall_g GL) stig aE! 9 GASH Gy slic 
= Week days Ege) alu! 

Æ Moths of the year Aia ggi 

+ Religions and their adjectives yiia Aiga 

“& Famous brands Bagel Cals Lal} 

= Acronyms Cl leisy) aa 

Æ First letter between" ...... " gapai ilaa J oY) ipali 


#Punctuation within sentence: afi) ads 


e The apostrophe ('): 
“% negation paidi àl {isn't — doesn't} 
+ pronouns’ abbreviation yha jleis! {I'm -— he's — they'd} 
$Æ possessives 4Slall as  ('s)(s') {Abu Walid's car — Sabrina's purse} 
%Æ plural numbers — eV! &s>_{ 1000's — 90's} 
%& persons AYI au! as ane gi GalbY! as 
{I went to Sama, Ahmed and Ali's house} 


e The comma (,): 


%Æ after the addressed person GblAd! aw! 2: { Dina, I wish you luck.} 


Æ after the addressed person in sentence end Ahal yA) uhladi aes 

me Aled! Glas å bla! a! ass däs {I wish you, Dina, learned English. 
$Æ before (, please) 

Æ separate series of nouns shul ilulu ju Juaill 


{I bought apples, bananas, mangoes and pears yesterday} 


$ question tag ddl! Ji) Jä {He is your brother, isn't he?} 
+Æ {or, nor, yet and, but} & 
“ {after , while , when, before, as soon as, although} hall hu s å ao (tt 
{ While I was playing football, I got a cramp. } 
$ To separate sentence —Aliixesl| ilal cl jal ae 
Æ {frequently, unfortunately, luckily, finally, surprisingly} 254!) 3 
ab ohl ay 4b aes 
Me oiia yu daill ë {He is healthy, strong man.} 
e The colon (:) 
% before the lists ail sill Jë 
{We visited Cairo: the city, mosques, pyramids and the citadel} 
% explanations Gh» sill Jä 
{I have decided not to buy this tablet: I don't have money } 
$Æ subdivisions Ae pa) Castell ae {unit 1 : grammar} 
% after (Dear ...:) 
Æ quotations Gly! {according to the law:" you must hold a licence. } 
$ gu Gy dalai {10:43} 
% dialogue slal as {Esraa: I want going out} 
e The semicolon(;) 
hed A Oph pos Hylands utes Gy Ly il 
{some people enjoy playing football; others only watch matches. } 
ab La) kgs giha Ls) 
{He studies hard; however, he doesn't score. } 
A Shall Salsa Gyo ASI as 
{We saw a ticket; we claimed a penalty; it was fake. } 
me Lares bu Cag ya add Y 
e The hyphen(-) 
% to join words GUS!) oe aA {well-educated} 
% prefixes LILI ae {He is a pre-eminent manager} 


e The full stop(.) 
me ihl Agi we {I watched T.V.} 


$ GUS abail §§ {Sep. 2020} 
e question mark(?) 
e exclamation mark (!) 


#Parts of a paragraph i a 2\\ sijal 


«s Topic sentence = introduction sentence Apai pl Adal! 
e onetopic Sloe sas 
e the main idea 4.451) 3 Sal! 
e it's the first sentence of a paragraph 
* Supporting sentence (body) Asisi Jal 
e come after the topic sentence. 
e support the main idea Aga yl} 3 Sall ac ai 
e give the details about the main idea 4g pl 3 Sall Ge Jahati ohai 
e provide evidence, facts and give examples 
* Concluding sentence = closing sentence +t! 
e end of a paragraph 
e emphasizes the mainidea A ll 3 Sall aS i 
e restates the topic sentence 
e summarizes the main points isell bla) paali 
* Characteristics of good paragraph: 
e Unity 
e coherence 3<¥! 
e Emphasis SUs sil) 
e completeness Jas) 
“ Types of paragraphs 4) asil glg 
e Descriptive .i5 
e Narrative (Als 


Expository cost {informative/how-to} 
e Persuasive(argumentative) (!43/..6U4) 


#Essay writing Jūl åts 


"It's a short formal piece of writing about a single subject" 
“> The main parts Jú ¢\ 5a! 
o title olgali {grab attention — reflect the tone of the essay } 
e introduction k4 
{hook — grabber — focus sentence — background- thesis } 
e Body paragraph €9254!) <I % 
e Conclusion 


#Email writing: 


© Sender (from line) J-i aul 
è Recipient (to line) 43) Juyal aul 


© Subject line ATN 

e Salutation/greeting/openers atiy 
e Body 

è closing 


è signature 
+ Formal email 
Dear sir/Madam, 
%& Don't use contractions o jLaiaY!| ata Y 
= No imperatives JAY) aye adil Y 
+ Regards/yours sincerely/yours faithfylly 


# C.V (curriculum vitae) 45/4) 32a! 


"It's a short written document that lists your education and previous jobs " 


e It's used for applying for jobs/ summarise your qualifications, skills and 
experience. 


è In Europe and most countries "resume" and "CV" have the same meaning. 


e In the USA and Canada a resume is one page, but CV is an academic diary. 


Important phrasal verbs 


back up = support ex 


blow up 3 mall 2S 
break down eig/abas 
break into Jlatt/aa igs 


breathe in= inhale Gat 
leave out=omit 24 
let down = disappoint 


look into Oe (jaa 
lookup Äge Ye Gay 
make up cy 
pick up Jouis 
plug in el IL da 53 
point out Das 
pull down alg 
put away = 41S À aes 
put back aw 
use up ilgin 
wear out Ahi 
work out Gay 
write down Os 
stay up Jey 
grow up S 


breathe out= exhale J 


bring back = return + 
bring up = raise it 
call up = telephone J= 


calm down = relax qo 


hand on aren 
hang up Lalla gle, 
hold back S A 
knock out ose sll 2843 
lay off 2 yay 
leave on gi Sigal! Ai 
leave behind 4b 4% 
take out eA 
take over Aal gue oel sty 
talk over ily 
tear up coe 
think over coy Ss 
try on ald Gay 
try out ehaill yas 
turn on Jat 
wear off ety 
set off alg 


catch up with = Gal 
clean up = tidy 4: 
fill in = complete J& 
fill up = full pee 
find out (about) Laci 
give back 1 
give off dia Crar/e A 
give up oe aly 
go on Jin 
hand in alu 
put off das 
rub out ga 
run out of aai/ Aging 
sum up ash 
turn down = all gaii 
take off ela: 
fall off Bin 
get away Se 
give in plin 
settle down Jay 
settle in OU) alia 
show up da; 


